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FROM: Chief, Records Monogemsnt Steffl
SUBJECY: Unused end Haldom Usad Safes

1. Iast Moy we found aboubt 150 office enfas thal werw
not opened for over a monith or weve opened only ones oy twice
during soma aenthe,. O coubse, w: realieed that in o fou
ingtances there vere nltigating clrounstonces o Jushify
somsn voorthodsx vee (ow noneuse) of office safes. Howsves,
the gurvey did peint up enough potentisml savinge to Juetily
2 more thovough study. As & resuld, on 6 Jupe we ssnt ous
Linfings to esch Records 0fFficer converned. In the First
month thet followved, we were pleased o lesrn, ons office
found four gufes to be unnesdsd. Thio wwe 8 ouleok $1.,700
gavings for the Agency. Seversl other safes were under
atudy in other offices.

2. Todny, weo are intexvsted in your oplolon of our
brlef survey. ¥ou es o Rzeords Officer can best judge the
pargonul rosctions 4o such studies and goupe "vecords
2ongelouspens” in your eren. Your comments, recommsrdsbions,
and perscnal experiences conbribuie greatly to the method
and seope of cur yecorde program plang.

3. On thie sefe survey us you sow it in your aven

a. Wan it worth whi;!.ée-’-mz:a the mongy snd spacs
zevings worth the ting end efforey?

b. Should wve conduct another more thorensh aond f
detelled susvey? 7

g How a4 the £indi s affect your area~-id you
2lek up more space?

4. Did peveonnsl resont it or consider it an
irtrueion, or &id they see 1t as 2 rsel demonsbration
of the benefits posslble in good records heeping practices?

. Ho resesreh vleags, ,ms;'&; the things thabt cone b0

your attention., A zhoom enll ffiem. Crll or dvop o »
STAT note to me or in Roon 557, :
17T H §%., HW. : STAT
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